
APPLICATION FOR RECORDS RETENTION SCHEDULE 
L7-5/L7 44 c .: 3 OFFICE OF THE SECRETARY OF STATE 

DEPARTMENT OF ARCHIVES AN0 HISTOR' 
RECOROS MANAGEMENT OlVlSION 

I. Action Requested 
a. 
b. 

&I Establish Retention Schedule; record will mntinw to accumulate. 
0 Dispose of werent accumulation; no further accumulation anticipated. 

FOR AGENCY USE 
ipplieation Date 

Qpplication Number - 

c. 0 Amend Application No. Checkone: 0 Change; 0 Supercede; 0 Void 
1. Dates of Series I 5. Remrds Series Title (followed by title used in office; if different) 

1. Agency Address FOR RECORDSMANAGEMENT USE 

Application Number 8 9-092 Georgia Department of Education . 
Office of Administrative Services 

1670 T w w r s  Fast. Atlanta, G 
Grants Management Section 

A. 30334 

Fiscal Services Division Date Received Date Completed 

IlAy 0 m.1 SEP 1 2  198 

iar l iest  Latest 

1986 I to date 

I. Record Series Desuiption This file contains the following documents linclude form numbers and titles. if any): 
Attach samples of the file. 

Documenurelatingto: Collecting financial statistics from individual systems and preparing 
reports used to make monthly payments t o  systems for salaries and related educational 
programs. 
lndudedare: Various EDGP Reports as per attached listing and related correspondence 

Quality Basic Education (QBE) Payment Systems Report Files 

File isarranged: Chronologically by Fiscal Year; thereunder numerically by System Number 

3. Monthly Reference Rate How often are records referred to which are: 

9ne to six months old Frequently Seven to twelve monthsold FreqmtlyThir teen to twenty-four months old occasib;ipl 
twenty-five mnths and older Seldom? 

3. Annual Rate of Accumulation of Records 

Letter-size drawers 20; Legalrize drawers :Shelves ;Other I.qxcify) 

L - Total Current Accumulation: 20 Cubic Feet 
R-50-71. Rev. 76 -. lo-) 



X 

c. Is this a vital record? 

th i s  series emr analyzed andlor remrded in a summarized report? 

1. Retention Requirements The following requires the series to be kept: 

~~~~ 

a. Is this the official m p y  of the series? 
I f  not. where i s  it? 

b. Does the series mntain confidential information requiring security handling? If yes, cite law or regulation. .. 

a. State Law years. 
b. Statute of limitation years. 
c. Federal law years. 

Attach copy or e x e r t  of laws OT regulations. Explain administrative need. 

d. Audit period years. 
e. Administrative need 7 years. 
f. Federal retention instructions years. 

.. 

7 

12. Approred Disposition Instructions This agency recommends that the file series be cut off at the end of each: 
0 Calendar Year; b Fiscal Year; 0 Other then, 

0 Hold in the current files area monthis) yearis); then 
0 Transfer to local holding area; hold 

Transfer to State Remrds Center; hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

**See Attachment** 

yearis); then 
yearis); then 

These instructions apply t o  a l l  p i o r  and future accumulations of the series. 

lraph 12 are approved. 
'If disappmved. attach letter 
)f explanation.) 



ATTACHMENT 
Georgia Department of Education 
Records Retention Schedule 
Grants Management Section 
Quality Basic Education ( Q B E )  Payment Systems Report Fi les  

REPORT NUMBER DISPOSITION INSTRUCTIONS 

EDGP 100-R1 (Conversion of Annual Grant Amounts Hold i n  Current Files Area one 
t o  Monthly Payment Amounts) year; then t ransfer  t o  S ta te  

Records Center; hold for  one 
year; then destroy. 

Hold in Current Files Area one 
year; then destroy. 

Hold i n  Current Files Area one 
year; then t ransfer  to  State  
Records Center; hold f o r  two 
years; then destroy. 

EDGP 300-R1 (Current Monthly Work Fi le)  

EDGP 400-R1 (Grant Payment Advice) 

EDGP 600-R1 (Allotment Vs. Year-to-Date Paid) 

- EDGP 600-R1 : July - May (except S ta te  Totals Hold i n  Current Files Area unt i l  
end of current f i s ca l  year; 
destroy when superceded, obsolete, 
or  no longer needed f o r  reference. 

Hold in Current Files Area one 
year; then t ransfer  t o  S ta te  
Records Center; hold for  two 
years; then destroy. 

Hold i n  Current Fi les  Area two 
years; then t ransfer  t o  State  
Records Center; hold f o r  four 
years; then destroy. 

Hold i n  Current Files Area one 
year;  then destroy. 

Pages) 

EDGP 600-R1 : July - May (State  Totals Pages) 

EDGP 600-R1 : June Report 

EDGP 900-R1 (Proposed June Payment Not Equal 
to  Allotment Balance Exception 
Report) 

EDGP 1000-R1 (Recompute Current Annual Hold i n  Current Files Area one 
year; then destroy. Allotment Amount f o r  Payment i n  

Hold i n  Current Files Area two 
years; then t ransfer  t o  State  
Archives f o r  permanent retention. 



I_- - -- - -_-__- ~ s_ - 

ATTACHMENT (Page 2 )  
Georgia Department of Education 
Records Retention Schedule 
Grants Management Section 
Quality Basic Education (QBE) Payment Systems Report F i les '  

REPORT NUMBER DISPOSITION INSTRUCTIONS 

EDGP 1100-R1 (Fiscal Year Refund Detail Hold in Current Files Area two 
Listing , by System) years; then t ransfer  t o  S ta te  

Records Center; hold f o r  four 
years; then destroy. 

years; then t ransfer  t o  State  
Records Center; hold f o r  four 
years; then destory. 

EDGP 1100-R2 (Fiscal Year Refund Detail Hold i n  Current Fi les  Area two 
Listing, by Program Code) 

FILE DESCRIPTION 

School System and other correspondence, 
Grant Budget Completion Reports, QBE 
Advice Let ters  and other miscellaneous 
information related t o  the QBE Payment 
System. 

~ 

DISPOSITION INSTRUCTIONS 

Hold in Current Files Area two 
years; then t ransfer  t o  State  
Records Center; hold f o r  four 
years; then destroy. 


